How to Access and Register for Training in SkillPort

SkillPort is the Learning Management System (LMS) for NCTracks. Providers can access SkillPort
with their Single Sign On NCID by simply logging onto their secure provider portal.

Providers can use SkillPort to access a User Guides (Reference Library) folder that includes the
following documents:

e Reference Documents: Contains documents produced since Go Live that give step by
step descriptions of specific tasks providers commonly perform in NCTracks

e Pre-Go Live Instructor Led Training (ILT) Guides: Contains Participant User Guides that
complemented the Pre Go-Live ILTs delivered throughout the state in the spring of
2013.

Providers can also use SkillPort to:

e Take Computer-Based Training (CBT) courses online, anytime. CBTs are self-paced
interactive courses that explore NCTracks.

e Register for upcoming Instructor Led Trainings (ILTs), which they can attend in person or
remotely via WebEx

e View archived recordings of Pre-Go Live ILTs

An NCID is required to access SkillPort. If you do not already have an NCID, navigate to the NCID
website at https://ncid.nc.gov and register. For more information, view the “How to Obtain an
NCID” Fact Sheet at https://www.nctracks.nc.gov/content/public/providers/provider-user-guides-
and-training/fact-sheets.html.

The following are step-by-step instructions for accessing and registering for training using
SkillPort:

ACCESSING SKILLPORT FOR THE FIRST TIME

1. Go to https://www.nctracks.nc.gov/content/public/ and click Provider User Guides and
Training.
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How to Access and Register for Training in SkillPort

me Providers Recipients Operations

Home
Welcome to NCTracks, the new multi-payer Medicaid Management Information System
for the N.C. Department of Health and Human Services (N.C. DHHS).

PROVIDERS - Click on the Providers tab above (or the link below) to enter the Provider
Portal. Providers can click on the Pharmacy link below for information on drug coverage.

RECIPIENTS - Click on the Recipients tab above (or the link below) to enter the Recipient
Portal. Recipients can view eligibility information and pay premiums (if required).

STATE and FISCAL AGENT Staff - Click on the Operations tab above to access the Operations Portal and ShareNET.

Provider User Guides and Getting Started .. 1 NCTracks Status Page

. ) " This page reflects the current status of
Training Just getting NCTracks Operations. See the
This section started with Announcements link on this page for
includes User = d NCTracks? details regarding the current status, as
Guides and Fact W Follow these well as the link to Frequently Asked
Sheets designed \-‘*\_ easy steps to Questions (FAQ) from providers using the
to help N.C. begin using the new system. read on ®
DHHS providers understand how to use new system.
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DHHS providers understand how to use new system.
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Provider Training. read on ® e

2. Click Provider Training.

'=. English, Espafiol
ients Operations

Home * Providers ¥ Provider User Guides and Training

Ep— Provider User Guides and Training Fact Sheets

This section includes User On this page you will find

STOLE LOTTITET I Guides and Fact Sheets information and resources

Frequently Asked Questions designed to help N.C. DHHS regtardln_g tg:a P;I:CTr‘cld;sr .
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Currently Enrolled Provider |nfqrmat|on about Provider ®

(CEP) Registration Training.

BRaTA ; Provider Training

Tior Approval - . -

Mote: You can also use the Search feature (in the upper NCTracks Provider Training

Provider Enrollment right corner of every webpage) to locate resources of includes Computer Based

Training courses which can be
taken at any time, on your
schedule, that provide

User G”i!’e‘ . . . important information about
The following User Guides are intended to provide step-by-step how to use the new NCTracks

interest on a particular topic.

Provider Policies, Manuals and
Guideli

Provider User Guides and

Training . - . . L
instructions to complete a variety of common provider activities. system. There are also
— The guides are organized by major topic areas to facilitate ease of recorded webinars, participant
use. guides, and job aids that can
Provider Training be downloaded for future
Enrollment and Re-Verification reference, using SkillPort, the
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3. Click NCTracks Training Login.

English, Espafiol

ients Operations

Home * Providers # Brovider User Guides and Training * Provider Training

Provider Training
MCTracks Provider Training includes Computer Based
Training courses which can be taken at any time, on your
e n R N el et schedule, that provide important information about how to
use the new NCTracks system. There are also recorded
NCTracks Status Page webinars, participant guides, and job aids that can be
Currently Enrolled Provider downloaded for future reference, using SkillPort, the s e T ————
(CEP) Registration Learning Management System for NCTracks.

Getting Started

Provider Announcements

Prior Approval . ) . .
e = The NCTracks Training Tool Kits below provide guidance Password Help

Provider Enrollment regarding what courses should be taken based on the role
Provider Polices, Manuals and ina provider's o.rgamzatnl:m, and instructions on how_to use
Guidelines SkillPort. There is also a "Crash Course" to help providers

Some up to speed quickly on the new svstem. dncluding

4. Log on to your secure Provider Portal using your NCID.

Provider Portal Login

The NCTracks Web Portal contains information that is private and confidential. If you are not an authorized individual, this
private and confidential information is not intended for you. If you are not authorized ta access this content, please dick 'Cancel'.

By continuing, you are agresing that you are authorized to access confidential eligibility, enrollment and other health insurance
coverage information. Please read more in our Legal and Privacy Policy pages.

Your AccouT
# All users are required to have an NCID to log in to secure areas.
= Passwords are case-sensitive. Please ensure your Caps Lock key is off.
User ID (NCID): Password:
Forgot Login Forgot Password

portal-iwap-trunk-10049-14024
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5. Click on the Welcome: Provider Training icon.

i@ Welcome, Kurt Foerst. (Log out)

| NCIracks oy

Provider Portal

Payment Trading Partner |~ Consent Forms.
} Home

Message Center for Kurt Foerst

Subscription Preferences | &) | AA | Help
More Announcements uick Links

Announcements Q

Date: Sep 4, 2013 12:00:00 AM

Stay on top of ICD-10

October 2014 will be

sub: to the IC

Attention: All Providers

One way you cal
on the lin

here befare you know it.
Jus

tay on top of dev
ipti

ed to ICD-10 0
Sub ight of y
Provider Portal page, -10 News" to your Selected N 10 News" box will appear beside .
(or below) your Inbox every time you log into the partal. U y - just click on the links. DMH/DD/SAS
Division of Public Health
C FFICE ADMINISTRATORS
Provider Status and Erovider Manuals
Training dministration | Management
All Messages
" Inbox
Pravider Status Message Date
1003000126 Read PRD Smoke Testing 03/09/2012 05:15 pm
IE ii‘ T ﬁi“ii ! d L i

6. Click on the My Profile link on the top right corner.

Welcome Polly, Logged In: Mar 14, 2013 2:04 PM ‘ Help | Log Out
skillpért

Home

Search for Category Language
SEARCH P LEARN"

Al [=] (Engiish (an) [+] EXETEed
MY PLAN
MY PROGRESS

CATALOG
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7. Click on the menu option Update Your User Profile.

Support

Search for Category Language
SEARCH P LEARN" I [a1 =] [engish can =] IR

MY PLAN Update Your User Profile

Configure Language Settings

MY PROGRESS  Select Player Skin

CATALOG

Instructor Led Training
Provider ILT Calendar

8. Some of the information will be pre-populated from the login page. Provide (or confirm)
information for each of the required fields:

oo oo

First Name — Confirm your first name

Last Name — Confirm your last name

Email Address — Confirm your work email address

User Role — Select one from the drop-down box (CSC Staff, Provider, State Employee,
LME)

NPI — If you are a Provider, enter your NPI (or atypical provider number, if applicable). If
your provider organization has multiple NPlIs, list the one you work with most
frequently.

Provider Type — Select one from the drop-down box (Dental, Institutional, Medical,
Pharmacy, or Not Applicable). This corresponds to the claim type a provider most
frequently bills.

If you are not a provider, select Not Applicable.

DHHS Division — Select one from the drop-down box (DMA, DMH DD SAS, DPH, ORHCC,
OMMISS, Other, or Not Applicable). If you are a provider, select the division you most
frequently bill.
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9. Once you have entered (or confirmed) all of the required fields in your Profile, click on the
Update Profile button.

First Name
Puolly

Last Name
Provider

Email Address
pollypro@myhosptial.com

* User Role
Select One B3

NPI - If you are a provider

* Provider Type

Select One [~

* DHHS Division- Affiliated with or most

often billed
Select One

= ()

10. A confirmation message displays indicating the successful update of your profile.

Search for Category Language

SEARCH &P LEARN" [ [ =1 [Engish can =]

MY PLAN Update Your User Profile
Configure Language Settings
MY PROGRESS Select Player Skin
Success! Changes will take effect on vour next login.

CATALOG

Support
Instructor Led Training
Provider ILT Calendar
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How to Access and Register for Training in SkillPort

ACCESSING THE USER GUIDES (REFERENCE LIBRARY)

11. Click the Catalog navigational area on the left side of the screen.

Welcome csc_admin, Logged In: Sep 27, 2013 4:11 PM | Help | Log Out | My Profile

Home | Admin

Search for Category Language

SEARCH &S LEARN" Al [=] [Engisn(an [] SS9TY

MY PLAN

MY PROGRESS

CATALOG |

Instructor Led Training
Training Calendars

ATTENTION - Please review the schedule and syllabus for recent
changes.

12. The Catalog page displays.

= !“ Provider Training Folder
CATALOG @ | | User Guides (reference library)
@ || Provider Computer-Based Training (CBT) & Instructor Led Training (ILT)

13. Click on the plus sign (+) next to the Provider Training Folder. Click the plus sign next to
User Guides (reference library) and SkillPort displays the Pre-Go Live Instructor Led
Training Guides and Reference Documents.

14. Click the plus (+) sign to open the folders. To open a document, place your cursor over the
document you want to open, and click Launch.

B R F=rerer=rr—rrerrer S
= lq Provider Training Folder
= lq User Guides (reference library)

= | | Pre-Go Live Instructor Led Training (ILT) Guides
@ Provider User Provisioning Participant User Guide  [Launch] [Show Details]
LTJ Provider Web Portal Applications Participant User Guide ©
Prior Approvals and Managed Care Referrals and Overrides Participant User Guide
LTJ Recipient Eligibility Verification Participant User Guide T
@ Submitting a Dental Claim Participant User Guide
@ Provider Claims and Billing Assistance Guide T

= 4_‘ Reference Documents
LTJ How to Add or Update Electronic Funds Transfer (EFT) Information in NCTracks
@ How to Change the Physical Address in NCTracks
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ACCESSING CBTs

15. Click the plus (+) sign next to the Provider Computer-Based Training (CBT) & Instructor Led
Training (ILT) folder.

ENE | Reference Documents

_| Provider Computer-Based Training (CBT) & Instructor Led Training (ILT)
| | CBTs

| ILTs: On-site

_| ILTs: Remote via WebEx

| ILT Guides

_| Pre-Go Live ILT Webinar Recordings

o

[EIR=S

[EIQ =S

=3

16. Click the plus (+) sign next to the CBTs folder. Click the plus (+) sign to open subject folders.

= Frovider Computer-Based Training (CBT) & Instructor Led Training (ILT)
= || cats
= 1| Claims

E¥l How_to_File_Professional_Claim ©
How to File a Pharmacy Claim ©
How to File an Institutional Claim ©
How to File a Dental Claim ©

How to Read Your Remittance Advice

EEEEE

]

# | | General

17. Place your cursor over the course title and click on the word Launch that appears beside it.

= Claims
How_to_File_Professional_Claim © [Launch] [Show Details]
How to File a Pharmacy Claim ©

=l Ll " = | I

Y Fon

Once the content loads, your course will begin. If you need to stop prior to completing the
course, SkillPort will remember where you left off and you can resume taking the course at a
later time.

Each CBT includes questions upon completion to test your understanding of the content
presented. A course may be taken more than once.

However, a passing score of 80% or higher is required to receive credit for the course.
REGISTERING FOR INSTRUCTOR LED TRAINING (ILT)

Attending ILTs On-Site

NOTE: The ILTs: On-site folder will display only when there are upcoming ILT events.

18. Click the plus sign (+) next ILTs: On-site

19. Move your cursor over the course you want to take and click the Sessions link to see
scheduled sessions for this course.
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How to Access and Register for Training in SkillPort

=] .___-| Provider Computer-Based Training (CBT) & Instructor Led Training (ILT)
# || cats
3 | ILTs: On-site
E Submitting 2 Professional Claim [(CMS 1500/827P Claims) [Sessions] [Show Details]
E Submitting & Pharmacy Claim (Pharmacy Group)
E Submitting an Institutional Claim [(UB-04/8371 Claims)

20. The My ILT: View Course screen opens in a pop up window. Click on the link to the session
you want to attend.

-t

Title Prior Approval

Course ID ilt_pa131

Language English (United States) - enuUs
Status Active

Duration 7 hours, 0 minutes
Mastery Level 80 %

Cost $0.00

Manager Approval Required No

Session Approval Required No

Course Description

Explains procedures for entering and searching for a medical prior approval request, procedures for adjudicating medical prior approval requests, entering and searching for appeals,
procedures for adjudicating managed care override requests, procedures for entering and searching for a pharmacy prior approval request. Explain procedures for adjudicating
pharmacy prior approval requests.

e

I & it palz1-0008 I 26 Sep 5, 2013 9:00 AM Eastern Davlight Time Sep 5, 2013 12:00 PM Eastern Daylight Time CSC- wydiff  1st Floor Training Room

To enrollin a session, click on that session link above. If none of the above sessions will work for you, click the button below to add yourself to the watch List for this class.

Add this course to my Watch List
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How to Access and Register for Training in SkillPort

21. The My ILT: View Session viewer displays. Click Enroll Me.

Course Details

= Session Details

Session ID ilt_pal31-0008
Instructor Edwards, Marilyn
Status Confirmed

Session Type Physical Classroom
Manager Approval Required No

Session Approval Required No

= Meeting schedule for ilt_pal31-0008

Sep 5, 2013 9:00 AM Eastern Daylight Time Sep 5,2012 12:00 PM Eastern Daylight Time
Enroll me

Enrolled / Capacity 2{28 (7% )

Enroliment Deadline Never

Session Notes

No note available.

22. A list of the ILTs you are enrolled in displays

Instructor Led Training Sessions I Am Enrolled In

Schedule Information
Session ID Title Start End
it p=i131-0008 Prior Approval Sep 5, 2013 9:00 AM  Eastern Daylight Time Sep 5, 2013 12:00 PM  Eastern Daylight Time
Instructor Led Training Courses I Am Watching
Course ID Title

ilt web clmi31 Claims Webinar

Attending ILTs Remotely

NOTE: The ILTs: Remote via WebEx folder will display only when there are upcoming ILT
events.

23. Return to the catalog page. If you wish to attend an ILT remotely via webinar, click on the
plus sign (+) next to ILTs: Remote via WebEx folder.

24. Select the ILT you wish to attend, and select Sessions.

g How to Complete Prior Approvals in the Provider Portal

=] J ILTs: Remote via WebEx

g Submitting a Professional Claim Webinar (CMS 1500/8327P) Claims [Sessions] [Show Details]
g Submitting & Pharmacy Claim Webinar (Pharmacy Group)
B3 _submitting an Institutional Claim Webinar (UB-04/8371) Claims

25. Follow the same steps you used to enroll in an onsite ILT to enroll in the webinar.
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How to Access and Register for Training in SkillPort

ACCESSING ILT GUIDES

26. Click on the plus (+) sign next to the ILT Guides folder to view list of downloadable ILT
materials.

27. Select the Guide you wish to download and click Launch.

£ ILTs: Remote via WebEx
= ._ ILT Guides

lg Provider Claims and Billing Assistance Guide Y [Launch] [Show Details]
4 | Pre-Go Live ILT Webinar Recordings

ACCESSING ARCHIVED ILTs

28. Click the plus (+) sign next to the Pre-Go Live ILT Webinar Recordings folder. Click the plus
(+) sign to open the subject folder.

29. Move your cursor over the title of the recording and click Launch to view the recording.

4 | ILT Guides
a2 i Pre-Go Live ILT Webinar Recordings
E] Dental

lg Provider Enrollment/Web Portal Applications Webinar (Dental Group) Archived Recording LY [Launch] [Show Details]
lg Security: Provider User Provisioning Webinar (Dental Group) Archived Recording 0

n Eatisot Eligibiliby 2o0d Coo=ept Farms Webiosr (Deptal Grougl Archived Becording

SEARCHING FOR TRAINING COURSES

30. You can use the Search feature if you do not readily find the document, CBT or ILT you are
looking for. Enter one or more key words into the Search For box and click on the Search button
and SkillPort will return all of the courses that match those criteria. A complete list of available
CBT and ILT courses is included at the end of this document.

Search for Category Language

SEARCHEZLEARN | [an =] [engish an ] ISR

MY PLAN

MY PROGRESS

CATALOG

31. When you are ready to exit SkillPort, click the Log Out button in the upper right corner of
the screen. Logging off will return you to the log in page of the Provider Portal. You can re-
enter SkillPort at any time, by following the same procedure outlined in this article,
beginning with Step number 1.

You do not need to re-enter the Profile information, unless something has changed.
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How to Access and Register for Training in SkillPort

Apr 8, 2013 12:10 PM | Help 'L::l Cut]] My Profile 2=

Home

ATTENDING INSTRUCTOR LED TRAINING

32. You will not receive a reminder regarding the ILT course(s) you have registered for, so keep
a record of your course registration(s) in a personal calendar. To review the ILT courses you
are currently enrolled in on SkillPort, click the Instructor Led Training link on the left side
of the screen (under the Support heading). If the date and/or venue of an ILT course you
have registered for changes, a notification will be sent to the email address entered in your
Profile.

Search for Category Language

SEARCH{LLEARN [ Al =] [Engish (an =]

MY PLAN
MY PROGRESS

CATALOG

ZUprROtt Welcome to NC Department of Health and Human Services (DHHS)

I Instructor Led Training I L
T NCTracks Training Center!

We look forward to working with you in learning more about NCTracks. If you have any
questions regarding NCTracks training or the use of SkillPort, please contact the CSC Call
Center at 800-688-6696 or by email at NCTracksprovider@nctracks.com. If you have questions
or problems regarding your NCID, contact the NCID help desk at https://ncid.nc.gov.
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How to Access and Register for Training in SkillPort

The following is a list of available Instructor Led Training courses for Providers:

e Provider Enrollment/Web Portal Applications

* Provider User Provisioning/Security Access

e Prior Approvals (Dental, Institutional, or Medical)

¢ Referrals/Overrides

e Submitting a Claim (Dental, Institutional, Medical, or Pharmacy)
e Recipient Eligibility

The following is a list of available of eLearning (CBT) courses for Providers:

* NCTracks Overview

e Medicaid Overview

* Provider Records - Functions and Impacts
* AVRS Features

¢ Contact Guide (Who to call when)

e Provider Office Administrator Functions
e Updating Provider Data

* Prior Approval Requests and Inquiry

e How to File/Adjust a Claim

e Edits, Denials, and Resubmitting a Claim
* How to Read Your Remittance Advice

e Rate Inquiry

e Reference File Inquiry

* Procedure Code Inquiry

* Pharmacy Coverage Inquiry

* Viewing Recipient Information

Page

13



